City of Albany
Competitive
10/30/19

CASE MANAGER

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision of the
Commissioner, the incumbent is responsible for planning, organizing, implementing and
evaluating support service strategies for participants who are enrolled in the City’s youth
programs. The position requires close cooperation with the City’s youth program
directors to identify the support services needs of youth and to design strategies that
respond to those needs. Implementation of these strategies ranges from direct case
management of individual youth — primarily in the Albany Youth Court and Albany
youth programs — to the selection and supervision of consultants and other contracted
youth service providers. Evaluation of youth support strategies involves maintenance of
both hard copy and computer-based case files and the preparation of summary reports.
Other job responsibilities include identifying and developing community resources and
linkages for case referral and developing positive relations with parents, employers,
school staff and community leaders.

TYPICAL WORK ACTIVITIES: (lllustrative Only) /

e Develops a system for youth intake, assessment and program referral;

e Identifies and develops community resources and linkages for case referral,

e Identifies the support services needs of youth and designs strategies that respond to
those needs;

e Assists the Albany Youth Court Coordinator with case management;

e Selects and supervises consultants and other contracted youth service providers;

e Evaluates youth support strategies involving maintenance of both hard copy and
computer-based case files;

e Develops positive relations with parents, employers, school staff and community
leaders;

e Prepares summary reports on the number of youth who dropped out of Albany youth
programs and recommends retention strategies;

e Enters and retrieves information in an automated information system;

e Performs related work as required.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

e Good knowledge of both the human services profession and the developmental needs
of youth;

e Good knowledge of personal computers and office equipment;

e Skills in collecting, organizing, analyzing and interpreting data and information;
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e Ability to express oneself effectively both orally and in writing;

e Ability to understand oral and written directions;

e Ability to maintain orderly case files and to prepare summary reports;

e Ability to establish and maintain a working relationship with co-workers, clients,
agencies and the community at large;

e Tact;

e Courtesy;

e (Good judgment;

e Thoroughness;

e Dependability;

e Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

(a) Graduation from a regionally accredited or New York State registered college or
university or one accredited by the New York State Board of Regents to grant degrees
with a Bachelor’s Degree (or higher) in Human Services, Social Science or related
field; OR

(b) Graduation from a regionally accredited or New York State registered college or
university or one accredited by the New York State Board of Regents to grant degrees
with an Associate’s Degree in Human Services or related field and two (2) years of
fulltime paid experience in case management and service delivery design; OR

(c) Graduation from a high school or possession of an equivalency diploma and four (4)
years of fulltime paid experience in case management and service delivery design;
OR

(d) An equivalent combination of training and experience as defined by the limits of (a)
through (c) above.
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